EHRP DEesk REFERENCE GUIDE

RETIREMENTS/SEPARATIONS

3000 Retirement — Mandatory

PAR  _Adwinister Workforce> Administer Workforce(USF)>USE

Effective Date Action =RET Reason = RET
NOA NOA Ext. Legal Authority
Remarks

DATA  Adwinister Workforce>Administer Workforce(USF)>HH.S
Effective Date
Vol Sep Inc Payment Type of Claim 9% Admin Fee
Sep Street Address Sep City Sep State
Sep ZipCode Sep Health Enrollment Life Insurance Amount
Life Insurance Reduction Standard Op Life Ins Add’t Opt Life Ins
Family Life Ins Survivor Election Tax Withholding
Sep Fed Tax Mar Stat Sep Federal Tax Allowance Sep EFT Routing #
Sep EFT Type Acct Sep Allot Account No. Refund Received
Post 56 Mil Ser Dep Mil Ret Pay Rec Mil Ret Pay Waiver
Cur Receipt of OWCP Court Order w/Appl

3010 Retirement — Disability

PAR  _Adwinister W orkforce> Administer Workforce(USF)>USE
Effective Date Action = RET Reason =RET
NOA NOA Ext. Legal Authority
Remarks

DATA _Adwinister W orkforce> Administer Workforce(USF)>HHS
Effective Date
Vol Sep Inc Payment Type of Claim 9% Admin Fee
Sep Street Address Sep City Sep State
Sep Zip Code Sep Health Enrollment Life Insurance Amount
Life Insurance Reduction Standard Op Life Ins Add’t Opt Life Ins
Family Life Ins Survivoer Election Tax Withholding
Sep Fed Tax Mar Stat Sep Federal Tax Allowance Sep EFT Routing #
Sep EFT Type Acct Sep Allot Account No. Refund Received
Post 56 Mil Ser Dep Mil Ret Pay Rec Mil Ret Pay Waiver
Cur Receipt of OWCP Court Order w/Appl Fers Disb Apd SSA
SSA Benefit Amount
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3020 Retirement — Voluntary

Effective Date
NOA
Remarks

Effective Date

Vol Sep Inc Payment

Sep Street Address

Sep Zip Code

Life Insurance Reduction
Family Life Ins

Sep Fed Tax Mar Stat
Sep EFT Type Acct

Post 56 Mil Ser Dep

Cur Receipt of OWCP

PAR  _Adwinister Workforce> Administer Workforce(USF)>USE

Action = RET
NOA Ext.

DATA  Adwinister Workforce> Administer Workforce(USF)>HHS

Type of Claim

Sep City

Sep Health Enrollment
Standard Op Life Ins
Survivor Election

Sep Federal Tax Allowance
Sep Allot Account No.

Mil Ret Pay Rec

Court Order w/Appl

3030 Retirement — Special Option

Effective Date
NOA
Remarks

Effective Date

Vol Sep Inc Payment

Sep Street Address

Sep Zip Code

Life Insurance Reduction
Family Life Ins

Sep Fed Tax Mar Stat
Sep EFT Type Acct

Post 56 Mil Ser Dep

Cur Receipt of OWCP

3040 Retirement — ILIA

Effective Date
NOA
Remarks

PAR  _Adwinister W orkforce> Administer Workforce(USF)>USE

Action = RET
NOA Ext.

DATA Adwinister Workforce>Administer Workforce(USF)>HH.S

Type of Claim

Sep City

Sep Health Enrollment
Standard Op Life Ins
Survivoer Election

Sep Federal Tax Allowance
Sep Allot Account No.

Mil Ret Pay Rec

Court Order w/Appl

PAR  _Adwinister Workforce>Administer Workforee(USF)>USE

Action = RET
NOA Ext.

Reason = VRE
Legal Authority

9% Admin Fee

Sep State

Life Insurance Amount
Add’t Opt Life Ins

Tax Withholding

Sep EFT Routing #
Refund Received

Mil Ret Pay Waiver

Reason = RET
Legal Authority

9% Admin Fee

Sep State

Life Insurance Amount
Add’t Opt Life Ins

Tax Withholding

Sep EFT Routing #
Refund Received

Mil Ret Pay Waiver

Reason = RET
Legal Authority

Award Data Link — (for severance)

DATA  Adwinister W orkforce>Administer Workforce(USF)>HHS

Effective Date
Vol Sep Inc Payment Type of Claim 9% Admin Fee
Sep Street Address Sep City Sep State
Sep Zip Code Sep Health Enrollment Life Insurance Amount
Life Insurance Reduction Standard Op Life Ins Add’t Opt Life Ins
Family Life Ins Survivor Election Tax Withholding
Sep Fed Tax Mar Stat Sep Federal Tax Allowance Sep EFT Routing #
Sep EFT Type Acct Sep Allot Account No. Refund Received
Post 56 Mil Ser Dep Mil Ret Pay Rec Mil Ret Pay Waiver
Cur Receipt of OWCP Court Order w/Appl
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3120 Resignation — ILIA

PAR  Adwinister Workforce> Administer Workforce(USF)>USE

Effective Date Action = TER
NOA NOA Ext.
Remarks

DATA  Adwinister Workforce> Administer Workforce(USF)>HHS

Effective Date

Vol Sep Inc Payment
Sep Street Address

Sep Zip Code

Life Insurance Reduction
Family Life Ins

Sep Fed Tax Mar Stat
Sep EFT Type Acct

Post 56 Mil Ser Dep

Cur Receipt of OWCP

3170 Resignation

Type of Claim

Sep City

Sep Health Enrollment
Standard Op Life Ins
Survivor Election

Sep Federal Tax Allowance
Sep Allot Account No.

Mil Ret Pay Rec

Court Order w/Appl

PAR  _Adwinister W orkforce> Administer Workforce(USF)>USE

Effective Date
NOA
Remarks

Action = TER
NOA Ext.

DATA  Adwinister Workforce>Administer Workforce(USF)>HHS

Effective Date

Vol Sep Inc Payment
Sep Address

Sep Zip Code

Sep Allot Account No.

3300 Removal

Type of Claim

Sep City

Sep EFT Routing #
Court Order w/Appl

PAR  Adwinister W orkforce> Administer Workforce(USF)>USE

Reason = RES
Legal Authority

9% Admin Fee

Sep State

Life Insurance Amount
Add’t Opt Life Ins

Tax Withholding

Sep EFT Routing #
Refund Received

Mil Ret Pay Waiver

Reason = RES
Legal Authority

9% Admin Fee
Sep State
Sep EFT Type Acct

Effective Date Action = TER Reason = REM
NOA NOA Ext. Legal Authority
Remarks

DATA  Adwinister Workforce>Administer Workforce(USF)>HHS
Effective Date
Vol Sep Inc Payment Type of Claim Sep Address
Sep City Sep State Sep Zip Code
Sep EFT Routing # Sep EFT Type Acct Sep Allot Account No.
Court Order w/Appl
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3500 Death

PAR  _Adwinister Workforce> Administer Workforce(USF)>USE

Effective Date
NOA

Action = TER
NOA Ext.

DATA _Adwinister W orkforce> Administer Workforce(USF)>HHS

Effective Date

Type of Claim

Sep State

Life Insurance Amount
Family Life Ins

Sep Federal Tax Allowance
Mil Ret Pay Rec

Court Order w/Appl

Sep Street Address
Sep Zip Code
Standard Op Life Ins
Tax Withholding
Refund Received

Mil Ret Pay Waiver

3520 Termination Appt In (Agency)

PAR  _Adwinister Workforce>Administer Workforee(USF)>USE

Effective Date
NOA
Remarks

Action = TER
NOA Ext.

DATA  Adwinister W orkforce>Administer Workforce(USF)>HHS

Effective Date

Vol Sep Inc Payment
Sep City

Sep EFT Routing #
Court Order w/Appl

3530 Separation - US

Type of Claim
Sep State
Sep EFT Type Acct

PAR  _Adwinister Workforce>Administer Workforee(USF)>USE

Effective Date
NOA
Remarks

Action = TER

NOA Ext.

DATA  Adwinister Workforce>Administer Workforce(USF)>HHS

Reason = DEA
Remarks

Sep City

Sep Health Enrollment
Add’t Opt Life Ins

Sep Fed Tax Mar Stat
Post 56 Mil Ser Dep
Cur Receipt of OWCP

Reason = TER
Legal Authority

Sep Street Address
Sep Zip Code
Sep Allot Account No.

Reason = TER
Legal Authority

Effective Date
Vol Sep Inc Payment Type of Claim Sep Street Address
Sep City Sep State Sep Zip Code
Sep EFT Routing # Sep EFT Type Acct Sep Allot Account No.
Court Order w/Appl
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353A Termination - Mil

PAR  Adwinister W orkforce> Administer Workforce(USF)>USE

Effective Date Action = TER
NOA NOA Ext.
Remarks

DATA  Adwinister Workforce> Administer Workforce(USF)>HHS
Effective Date
Vol Sep Inc Payment Type of Claim
Sep City Sep State
Sep EFT Routing # Sep EFT Type Acct
Court Order w/Appl

3540 Termination - Disability
PAR  _Adwinister W orkforce>Administer Workforce(USF)>USE

Effective Date Action = TER
NOA NOA Ext.
Remarks

DATA  Adwinister W orkforce>Administer Workforce(USF)>HHS
Effective Date
Vol Sep Inc Payment Type of Claim
Sep City Sep State
Sep EFT Routing # Sep EFT Type Acct
Court Order w/Appl

3550 Termination — Exp of Appt
PAR  _Adwinister W orkforce> Administer Workforce(USF)>USE

Effective Date Action = TER

NOA Remarks
DATA  Adwinister W orkforce>Administer Workforce(USF)>HHS

Effective Date

Vol Sep Inc Payment Type of Claim

Sep City Sep State

Court Order w/Appl

3560 Separation RIF

PAR  _Adwinister W orkforce> Administer Workforce(USF)>USE
Effective Date Action = TER
NOA Legal Authority
Awards Data link — severance pay

DATA _Adwinister W orkforce> Administer Workforce(USF)>HHS

Effective Date

Vol Sep Inc Payment Type of Claim

Sep City Sep State

Sep EFT Routing # Sep EFT Type Acct
Court Order w/Appl

Reason = TER
Legal Authority

Sep Street Address
Sep Zip Code
Sep Allot Account No.

Reason = PTD
Legal Authority

Sep Street Address
Sep Zip Code
Sep Allot Account No.

Reason = TMP

Sep Street Address
Sep Zip Code

Reason = TER
Remarks

Sep Street Address
Sep Zip Code
Sep Allot Account No.
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3570 Termination
PAR  _Adwinister Workforce> Administer Workforce(USF)>USE

Effective Date Action = TER
NOA NOA Ext.
Remarks

DATA  Adwinister Workforce>Administer Workforce(USF)>HHS
Effective Date
Vol Sep Inc Payment Type of Claim
Sep City Sep State
Sep EFT Routing # Sep EFT Type Acct
Court Order w/Appl

3850 Termination During Prob/Trial Period
PAR  Adwinister Workforce> Administer Workforce(USF)>USE

Effective Date Action = TER
NOA NOA Ext.
Remarks

DATA  _Adwinister Workforce> Administer Workforce(USF)>HFLS
Effective Date
Vol Sep Inc Payment Type of Claim
Sep City Sep State
Sep EFT Routing # Sep EFT Type Acct
Court Order w/Appl

3860 Discharge

PAR  _Adwinister Workforce>Administer Workforce(USF)>USE

Effective Date Action = TER
NOA NOA Ext.
Remarks

DATA  Adwinister W orkforce>Administer Workforce(USF)>HHS
Effective Date
Vol Sep Inc Payment Type of Claim
Sep City Sep State
Sep EFT Routing # Sep EFT Type Acct
Court Order w/Appl

Reason = TER
Legal Authority

Sep Street Address
Sep Zip Code
Sep Allot Account No.

Reason = TER
Legal Authority

Sep Street Address
Sep Zip Code
Sep Allot Account No.

Reason = DSC
Legal Authority

Sep Street Address
Sep Zip Code
Sep Allot Account No.
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DATA CHANGE PROCESSING

8000 Change in Data Element

PAR administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = CDE
NOA NOA ext. Legal Authority
Remarks

Make applicable change to appropriate field

8030 Change in Retirement Plan

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = CDE
NOA NOA ext. Legal Authority
Remarks

Job Page:

FEGLI/Retirement/FICA Link

Retirement Plan

8800 Change in Tenure

PAR administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = CTG
NOA NOA ext. Legal Authority
Remarks
Employment 2 Page:
Tenure

8820 Change in Service Computation Date (SCD)

PAR  sdminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = DTA Reason = CSC
NOA NOA ext. Legal Authority
Remarks

Employment 1 Page:
Service Computation Dates

If applicable — change Annual leave category

DATA Compensate Employees>Administer Base Benefits>Use>Leave Plans
Plan Type =51 Effective Date Benefit Plan

HR Training Manual 7



EHRP DEesk REFERENCE GUIDE

8830 Change in Veterans Preference

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = DTA Reason = CVP
NOA NOA ext. Legal Authority
Remarks
Personal Data Page:
Veterans Info Link

Veterans Preference

FEGLI/LIVING BENEFITS PROCESSING

8810 FEGLI Start

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = DTA Reason = PRA
NOA NOA ext. Legal Authority
Remarks
Job Page:
FEGLI/Retirement/FICA Link
FEGLI Code

8050 Elected Full Living Benefits

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = DTA Reason = PRA
NOA NOA ext. Legal Authority
Remarks

Job Page:

FEGLI/Retirement/FICA Link
Living Benefits

8060 Elected Partial Living Benefits

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = PRA
NOA NOA ext. Legal Authority
Remarks
Job Page:
FEGLI/Retirement/FICA Link
Living Benefits Coverage Amount
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AWARD/BONUS PROCESSING

8400 Individual Cash Award

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWD Reason = IND

NOA (automatically populates)  NOA ext. Remarks
Award Data Link

Amount

8410 Group Cash Award

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWD Reason = GRP

NOA (automatically populates) NOA ext. Remarks
Award Data Link

Amount Award Group (if applicable)

8420 Individual Suggestion/Invention Award

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWD Reason = SII

NOA (automatically populates) NOA ext. Remarks
Award Data Link

Amount Tangible Benefit (if applicable)

8430 Group Suggestion/Invention Award

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWD Reason = SIG

NOA (automatically populates) NOA ext. Remarks
Award Data Link

Amount Award Group (if applicable)

Tangible Benefit (if applicable)

8440 Foreign Language Award
PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWD Reason = FOR

NOA (automatically populates) NOA ext. Remarks
Award Data Link

Amount
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8450 Travel Savings Incentive

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWD Reason = TSI

NOA (automatically populates) NOA ext. Remarks
Award Data Link

Amount

8460 Individual Time Off Award

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWH Reason = TOI

NOA (automatically populates) NOA ext. Remarks
Award Data Link

Hours

8470 Group Time Off Award

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWH Reason = TOG

NOA (automatically populates) NOA ext. Remarks
Award Data Link

Hours Award Group (if applicable)

8480 Referral Bonus

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWD Reason = REF

NOA (automatically populates) NOA ext. Remarks
Award Data Link

Amount

8780 SES Rank Award

PAR  administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWD Reason = ESR
NOA (automatically populates) NOA ext. Legal Authority
Remarks

Award Data Link
Amount
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8790 SES Performance Award

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = AWD Reason = ESP
NOA (automatically populates) NOA ext. Legal Authority
Remarks

Award Data Link
Amount

8250 Separation Incentive
PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = BON Reason = SEP
NOA (automatically populates) NOA ext. Legal Authority
Remarks

Award Data Link
Amount Process Until

8150 Recruitment Bonus

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = BON Reason = REC
NOA (automatically populates)  NOA ext. Legal Authority
Remarks

Award Data Link
Amount Process Until

8160 Relocation Bonus

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = BON Reason = REL
NOA (automatically populates)  NOA ext. Legal Authority
Remarks

Award Data Link
Amount Process Until
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WIGI/QSI/PAY PROCESSING

8930 Within Grade Increase (WIGI)

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =PAY Reason = WGI
NOA NOA ext. Legal Authority
Remarks

Compensation Page:
Step

8880 Denial of Within Grade Increase

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = DTA Reason = DTA
NOA NOA ext. Legal Authority
Remarks

8910 GM - Within Grade Increase

PAR  administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = PAY Reason = WGI
NOA NOA ext. Legal Authority
Remarks

Job Page:

Position Override (checkbox)
Compensation Page:
Base Pay
Remember to uncheck the position override block once the change has been made

8920 Quality Step Increase (QSI)

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =PAY Reason = WGI
NOA NOA ext. Legal Authority
Remarks

Compensation Page:
Step

8940 Pay Adjustment

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = PAY Reason = ADJ
NOA NOA ext. Legal Authority
Remarks

Compensation Page:
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8950 Locality Payment

In order to correctly process locality, the geo-location code on the employees position record will need to
be corrected.

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = PAY Reason = PAY
NOA NOA ext. Legal Authority
Remarks

Job Page:
Position Override Location

Remember to uncheck the position override block once the change has been made

8990 Step Adjustment

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =PAY Reason = PAY
NOA NOA ext. Legal Authority
Remarks

Compensation Page:
Step

8670 Interim Within Grade Increase (WIGI)

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = PAY Reason = WGI
NOA NOA ext. Legal Authority
Remarks

Compensation Page:
Step

8680 Termination of Interim (WIGI)

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = PAY Reason = WGI
NOA NOA ext. Legal Authority
Remarks

Compensation Page:
Step
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LEAVE PROCESSING

9120 Annual Leave Category Change

DATA Compensate Employees>Administer Base Benefits>Use>Leave Plans
Plan Type =51 Effective Date Benefit Plan

9100 SF-1150 Leave Data

PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = DTA Reason = PRA
NOA NOA ext. Transfer in data link

9101 HHS 510 Leave Data

PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = DTA Reason = PRA
NOA NOA ext. Transfer in data link

ALIMONY & CHILD SUPPORT PROCESSING

9230 Alimony/Child Support Start

DATA Compensate Employees>Maintain Payroll Data>Use>General Deduction Data

Deduction Code = ALOT 4,5,6 Effective Date Deduction Calc. Routine = flat
Flat Amount

Distribution Link:
Routing Number Account Number Account Type

Payee Name

9231 Alimony/Child Support Stop

DATA Compensate Employees>Maintain Payroll Data>Use>General Deduction Data
Deduction Code = ALOT 4,5,6 Effective Date Deduction End Date
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TAX PROCESSING

9210 Federal Tax Withholding Start/Change
PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action =DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>Employee Tax Data

Federal Tax Data 1 Page:
Effective Date Special Tax Withholding Tax Marital Status
Withholding Allowances Amount

A Federal Tax stop is no longer valid

9251 State Tax Withholding Start/Change

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action =DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>Employee Tax Data

Federal Tax Datal Page:

Effective Date

State Tax Data 1 Page:
State Special Tax Status Marital/tax Status
Withholding Allowances Amount

9260 State Tax Withholding Stop

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>Employee Tax Data

Federal Tax Datal Page:

Effective Date

State Tax Data 1 Page:
State Special Tax Status Marital/tax Status
Withholding Allowances Amount
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9270 City Tax Withholding Start/Chg

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>Employee Tax Data

Federal Tax Datal Page:
Effective Date

Local Tax Data:

Locality Special Tax Status Marital/tax Status
Local Withholding Allowances Amount

9280 City Tax Withholding Stop

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action =DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>Employee Tax Data

Federal Tax Datal Page:
Effective Date

Local Tax Page:
Locality Special Tax Status Marital/tax Status
Local Withholding Allowances Amount

9290 County Tax Withholding Start/Chg

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action =DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>Employee Tax Data

Federal Tax Datal Page:
Effective Date

Local Tax Data:

Locality Special Tax Status Marital/tax Status
Local Withholding Allowances Amount
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9291 County Tax Withholding Stop

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>Employee Tax Data

Federal Tax Datal Page:
Effective Date

Local Tax Data:
Locality Special Tax Status Marital/tax Status
Local Withholding Allowances Amount

9212 EIC Withholding Start/Change
PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action =DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>Employee Tax Data

Federal Tax Data 1 Page:
Effective Date

Federal Tax Data 2 Page:

Earned Income Credit

9213 EIC Withholding Stop
PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action =DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>Employee Tax Data

Federal Tax Data 1 Page:
Effective Date

Federal Tax Data 2 Page:

Earned Income Credit
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ALLOTMENT PROCESSING

9360 Savings Allotment Stop

DATA Compensate Employees>Maintain Payroll Data>Use>General Deduction Data

Deduction Code = ALOT 1,2,3 Effective Date Deduction End Date
Distribution Link: for confirmation
Routing Number Account Number Account Type

9370 Savings Allotment Start

DATA Compensate Employees>Maintain Payroll Data>Use>General Deduction Data

Deduction Code = ALOT 1,2,3 Effective Date Deduction Calc. Routine = flat
Flat Amount

Distribution Link:
Routing Number Account Number Account Type

9380 Savings Allotment Change

DATA Compensate Employees>Maintain Payroll Data>Use>General Deduction Data

Deduction Code = ALOT 1,2,3 Effective Date Deduction Calc. Routine = flat
Flat Amount

Distribution Link:
Routing Number Account Number Account Type

DIRECT DEPOSIT PROCESSING

9460 Net Allotment Stop

DATA Compensate Employees>Maintain Payroll Data>Use>Direct Deposit

Effective Date Status=inactive Priority
Bank ID (Routing) Account Number Deposit Type = Balance
Account Type

9470 Net Allotment Start

DATA Compensate Employees>Maintain Payroll Data>Use>Direct Deposit

Effective Date Status=active Priority
Bank ID (Routing) Account Number Deposit Type = Balance
Account Type
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UNION DUES PROCESSING

9501,2,3 Union Dues Stop

DATA Compensate Employees>Maintain Payroll Data>Use>General Deduction Data
Deduction Code=for validation Effective Date Deduction End Date

9510 Union Dues Start

DATA Compensate Employees>Maintain Payroll Data>Use>General DeductionData
Deduction Code Effective Date

HEALTH BENEFITS PROCESSING

9620 Health Benefits Start/Change

DATA Compensate Employees>Administer Base Benefits>Use>Health Benefits

Election Page:
Plan Type Coverage Begin Date Coverage Election
Benefit Plan Coverage Code

Dependents Page: required for family benefits — see below
ID

9600 Health Benefits Stop

PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = PRA
NOA NOA ext.
DATA Compensate Employees>Administer Base Benefits>Use>Health Benefits
Election Page:
Plan Type Coverage Begin Date Coverage Election=terminate

9621 Health Benefits Transfer In

PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = DTA Reason = PRA
NOA NOA ext.
DATA Compensate Employees>Administer Base Benefits>Use>Health Benefits
Election Page:
Plan Type Coverage Begin Date Coverage Election
Benefit Plan Coverage Code
Dependents Page: required for family benefits — see below
ID
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DEPENDENT/BENEFICIARY

DATA Compensate Employees>Administer Base Benefits>Use>Dependent/Beneficiary

Name Page:
Dependent/Beneficiary ID Relationship to Spouse DepBenef Type
First Name Middle Last Name

THRIFT SAVINGS PLAN PROCESSING

9630 Establish Thrift Fund Account

DATA Compensate Employees>Administer Base Benefits>Use>Savings Plans
Election Page:
Coverage Begin Date TSP Status Date TSP Status Code
Participation Election Benefit Plan Before Tax Investment
Either flat amount or percent of gross

9631 Change Thrift Fund Account

DATA Compensate Employees>Administer Base Benefits>Use>Savings Plans

Election Page:
Coverage Begin Date TSP Status Date TSP Status Code
Participation Election Benefit Plan Before Tax Investment

(flat amount or percent of gross)

9632 Stop Thrift Fund Account

DATA Compensate Employees>Administer Base Benefits>Use>Savings Plans

Election Page:
Coverage Begin Date Participation Election=Terminate

9633 Cancel Erroneous Thrift Account

DATA Compensate Employees>Administer Base Benefits>Use>Savings Plans

Election Page:
Coverage Begin Date Participation Election=Terminate

9634 Start Underdeduction

PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = DTA Reason = PRA
NOA NOA ext.

Retroactive TSP Link:
TSP Letter Underdeduction Payment Code
PayPeriod Underdeduction Amt Underdeduction Cancellation Code
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9635 Change Underdeduction

PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = DTA Reason = PRA
NOA NOA ext.

Retroactive TSP Link:
TSP Letter Underdeduction Payment Code
PayPeriod Underdeduction Amt Underdeduction Cancellation Code

9638 Stop Underdeduction

PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = PRA
NOA NOA ext.

Retroactive TSP Link:
TSP Letter Underdeduction Cancellation Code

9637 Thrift Data Transfer In

PAR Adaminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = PRA
NOA NOA ext.
DATA Compensate Employees>Administer Base Benefits>Use>Savings Plans
Election Page:
Coverage Begin Date Participation Election=Elect Benefit Plan

Before Tax Investment (flat amount or percent of gross)

963A Transfer In Start Underdeduction

PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = PRA
NOA NOA ext.
Retroactive TSP Link:
TSP Letter Underdeduction Payment Code
PayPeriod Underdeduction Amt Underdeduction Cancellation Code
Transfer In
Employee Underdeduction Amt No. of TSP Pay Periods

Government Matching Underdeduction Amt
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963B Transfer In Change Underdeduction

PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = DTA Reason = PRA
NOA NOA ext.
Retroactive TSP Link:
TSP Letter Underdeduction Payment Code
PayPeriod Underdeduction Amt Underdeduction Cancellation Code
Transfer In
Employee Underdeduction Amt No. of TSP Pay Periods

Government Matching Underdeduction Amt

963C Agency One Percent Contribution
PAR Administer Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Administer Base Benefits>Use>TSP Agency Basic
Effective Date TSP Status Code TSP Status Date
Participation Election Benefit Plan

CHARITY DEDUCTION (CFC) PROCESSING

9710 Charity Deduction Start

DATA Compensate Employees>Maintain Payroll Data>Use>General Deduction Data
Deduction Code = CFC Effective Date Distribution Code
Deduction Calculation Routine=flat amount Flat/Addl Amount

9700 Charity Deduction Stop

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action =DTA Reason = PRA
NOA NOA ext.

DATA Compensate Employees>Maintain Payroll Data>Use>General Deduction Data
Deduction Code = CFC Effective Date Deduction End Date
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HOME ADDRESS CHANGE

9995 Home Address Change

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = DTA Reason = PRA
NOA NOA ext.

Personal Data Page:
Address Information Link:

1** Address Box
Address 1 City Postal State

Mailing address is not used for payroll purposes. An additional address may be stored but will not be
sent to Payroll.

9998 Home Address Change — Separated Emplovee

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = DTA Reason = PRA
NOA NOA ext.

Personal Data Page:
Address Information Link:
1** Address Box
Address 1 City Postal State

SAVINGS BOND PROCESSING

***Do not insert a row on the Effective Date Row, this date should always remain the same.
For a start bond, insert a row on the priority row. For a change to an existing bond, DO NOT
insert a row, modify existing row. To cancel a bond, delete the priority row of the bond to be
cancelled. Correction mode is required for these procedures.

Savings Bond Start/Change
DATA Compensate Employees>Maintain Payroll Data(USF)>Use>US Savings Bond Spec

Effective Date Row:
Effective Date -DO NOT MODIFY THIS ROW
Priority Row:
Priority Denomination
Owner
Employee(check box)
Other Registrant
Co-Owner or Beneficiary (check one) Dependent ID
Portion of Deducted Amount
Flat Amount
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Delivery Address
Same address as employee (checkbox) or Address City Postal Code
State

Note 1: If there are multiple bonds, the flat amount (pay period deduction amount) must be spread out among all
bonds. Peoplesoft requires an amount in each bond flat amount field. The multiple bond flat amounts should TOTAL
the pay period deduction amount. (Ex. $50 TOTAL pay period deduction amount, 3 bonds, bond 1 flat amount = $10),
bond 2 flat amount = $20 and bond 3 flat amount = $20) The interface will combine the flat amounts and send the pay
period deduction amount to payroll. The employee will see no change in the way bonds are distributed.

Note 2: Peoplesoft requires that the “Excess” checkbox be checked for only one bond. This functionality
is for the system only, not processing.

Note 3: A Co-Owner/Beneficiary may need to be set up prior to processing bonds. See steps below.

Savings Bond Stop
Delete the Priority row of the bond to be stopped. If necessary, reallocate the flat amount
(pay period deduction amount) across existing bonds.

DEPENDENT/BENEFICIARY

DATA Compensate Employees>Administer Base Benefits>Use>Dependent/Beneficiary

Name Page:
Dependent/Beneficiary ID Relationship to Employee DepBenef Type
First Name Middle Last Name

Address Page:
Same address as employee or Address 1 City State  Postal

Personal Profile Page:
National ID (SSN)

Note: If spouse is selected in the “Relationship to Employee” field, the gender on the Personal Profile
Page must be modified to be of the opposite sex of the employee.

LWOP/LWP/RTD PROCESSING

4600 LWOP NTE

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = LOA Reason = LOA
Not to Exceed Date NOA NOA ext.
Legal Authority
Employment 1 Page:
EXP Dates hyperlink

LWOP (expiration date field)

ﬁ Sawe
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4730 LWOP Military

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = LOA
Not to Exceed Date NOA
Legal Authority
Employment 1 Page:
EXP Dates hyperlink
LWOP (expiration date field)

= - Y
& Save]

7730 Extension of LWOP NTE

PAR dminister Workforce>Administer Workforce(USF)>USE>HR Processing

Date Control Page:
Effective Date Action = EXT
Not to Exceed Date NOA
Legal Authority
Employment 1 Page:
EXP Dates hyperlink
LWOP (expiration date field) modify date

ﬁ Sawe

2920 Return to Duty

PAR  dminister Workforce>Administer Workforce(USF)>USE>HR Processing
Date Control Page:

Effective Date Action = RFL
NOA NOA ext.
Legal Authority

Employment 1 Page:
EXP Dates hyperlink
LWOP (expiration date field) — delete date from field

ﬁ Sawe

Reason = MIL
NOA ext.

Reason = LWN
NOA ext.

Reason = RFL
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